1 A=A ? (Learning Outcomes) 0

CHAPTER 1

Data Representation and Processing 05

Learning to work with spreadsheets
(Srsefie o1 wAtar Hz:=tl)

Spreadsheet (Br3fic) & WIRT ¥ Data (S<1) @1 faR &R & foT UTH BT FERIAT 0 T |

Data @ 3TTER W Graph &1 FHsT R SHD! AR HRAT 3R Data Yes &F ugard &= |

Data @ 3TER 4R Graph &7 |

Sort (|i€), Filters (fhec), Subtotal (Feacice), Advanced formula (TSAIE BT 3RS
BT TANT o) Data &1 Analysis (faelyor) &= |

Data &7 fadgelyor %% 39+ ¥ Information (ST®THIM) fdTet UrHT iR fh S graph & g2 |
Data @ faelyor &R+ & I1WITT &I GRIATSTAT G747 |

Tool used : Spreadsheet (Zis2fie)
Introduction (alR=)

01

QAR =l |
HIER A1, Jcdc AZ A 1 Bel AT f& "84 ARG ST AR

HET arfey, el 89 RadY o Ramrn, e faar 18 )
arefe defre @ie dY 8 gad) off |
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cﬂ??ﬁﬂvﬁﬁ@ooéw ﬁmooéw)a%ﬂﬂzﬁaa—cr@ﬁmﬂg\
SN, HSTAR, WRepR fefcr, HHu™ @ Heid SR fefds A
SN fag™i gRT Ag@yel IRTeT f=r T |

S TIMAT AT YUTTell BT Ugell IR R O | &of fdhar Tam
o |

& URARE TRl T YR D SEURIT Y AT, RUTHD ~ -
AT IS, MR IS ®9 & e # URMS ARTe | | TRdel <dl U 9Rd™
fear | dWdE MY ATINS

o Brorff B R % Gk ST g T e, o Ry w9 | | Logey A [ AT

' 4 PRI’ B AH A ST
j;;f?'\’ BTG B 3Mefferey aRererel o1 &t el fepa SITAT T | ST gfowr =

I 1982 & T AT 9@
S ORI SRS T /&g gd, A1 3R JRIY § YR fbar T | | offe aofs  Rersq” &
\Sﬂ?aﬁ$ﬁzﬁm$%@r%ﬁ?m6ﬁmwﬁﬁ$aﬁaﬁsﬁaﬁfﬁa§| y \waﬁwlsuqma‘ﬁl

J

(5 & el £, WG & ARig TR ATE F place value BT AR RY Y G § Rl wReid W e ¥ )
U d 32t T o1d 1 AgH cagaterga 9gaa |
BleAYE T Jo& TATAT TATA G20 T Il

fEdl argare: dwr AR € 1,10,100,1000,... 1 9 Y6 BM W IS G710 | 0N Hxds I Dl
ST B |
N

J

3 3R Fradt ar) shaasich &1 e 3Ifi— 367 2 | 59 3y
dglis @ 8% ddd, oilg, Sig & A1 APl &I TG ST = |

5 plnnets. in the solar system

|l'nq il i

Vs
.
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Spreadsheet (Fs2fic) & =71 A data 1 TR B3 @ fiw Graph @ Agwat at=tt

TRATHD ST STd BIST JTAT H B SHD! THIHT |, SHDT AR HRAT AR i
2T & O 89 M) ¥ B8 Adhd & & "IRd & SHERaT 1.324 BRI 27
‘IMET P EST 5 HIC 11 3A 8 ", Th BR 1 L (ex) TR 40 km (fherieR) o
ATAT HR Fhell & g ,ST1d 980 FRT ST AT HRAT 81 919 A A, 45
T4l & a1 TRIET & 3fd HHATHIR 59 ThR &

51 60 58 56 62 69 58 76 80 82 68 90 72 58 48 37 88

84 91 82 78 76 75 66 57 78 65 50 61 54 42 68 61 64

49 44 41 45 38 28 37 40 42 22 25

39 data &1 959 @ folU organize &= US| 89 BMEI @ Rollno &
IR X TR HHSTT SRAT 81 S 8 |

% Spreadsheet T& computer application 8 SiI data @I store &=+ H HAGE Pl % |
Spreadsheet @& 3aTeI0T: Microsoft Excel, Libre Office Calc, Google Sheets etc.

Row

EEHY il idEcEI@demanmnw

‘0

Row 1% Heading for@™ @ &R0 S9 Header Row &d & |
@ B IR DI USAM B ol I Attributes @1 e T3 Value 81l & f5%7 Data e © |

.0

X3

*

Data @ Y%K Text, numeric, date, image, audio, 3fR video ¥ |
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#eq @erm VI H 89 data @1 tabular (SgeR) format (Bi¥e) H fora &1 iifec
A o7 | H FW Y 7Y data & SUGH 2T & 1T organise &7 T 2 |

Percentage of 45 students of class VIII A in
First Term Examination displayed Roll number wise

Roll no Percentage Roll no Percentage Roll no Percentage

1 51 16 37 31 42

2 60 17 88 32 68

3 58 18 84 88 61

4 56 19 91 34 64

5 62 20 82 35 49

6 69 21 78 36 44

7 58 22 76 37 41

8 76 23 75 38 45

9 80 24 66 39 38

10 82 25 57 40 28

" 68 26 78 41 37

12 90 27 65 42 40

13 72 28 50 43 42

14 58 29 61 44 22

15 48 30 54 45 25

=~
; Ve ~
'%' qr8 Ed, I8 AIE 8 6 3muA table @) WEGT € data &1 <A,
A table &I Sfad heading < 3iiX data &1 3mSR d AN Ao O} & HH A
\*{{\ @R 2| St f5 TP S table BT SETEXVI & | 39 data BT fazAToT
/ ‘.\{ ‘ S @1 999 AP b AT GaH B 3D ged & g AT Al AU &R D
N\ P A9 q <@ A1 R wer VI A g fed
' max () 3R min() IR &1 TINT B GHd 2 |
\\ J

R Ay, U9 &0 e 999 Sa1er a1 #4 e fed € ol
frdt T® a1 v 9 ST 9=al & H 81 Aed @ | T Bis o™
TeT 2 S 80 @Al @ Ao [ea) H feEy iR #9HET B8,
afy b A 45 € Afe A 3R SATET B A SHBT fATATYT BBl
TG AT |

d
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"A picture is worth a thousand words"

‘gSRl 21l b Sttt A sttt AfwerEtt v st Aarzl’

(&9 charts (amcd) / graphs @1 YIRT &) Add & | Charts/Graphs T)
SUANT S SADBRT DI AT g1 Febell B 3R Sl H e 3R vaghrl )

UhT9 STl Fehdl © |

Picture graph (fUdeR UT®%) &7 FATT MU= Maths # Data Analysis @ folg
o 2 | TSy T YOIl &I 3 U Ufdefdd) & A | ) SHd ot
T S |

J

RIETIM JRId [dendl =1 Aaiied qedd &1 ol (Weekly Book Sale) T
data #/@ faT 71T table # R f&ar €, MSV §9 data @1 Picturegraph

g |

Days Number of Books

Monday 60
Tuesday 50
Wednesday 80
Thursday 40
Friday 40
Saturday 70

e W AU table & IFAR &4 UfIfaT books B fash! T 2 |

o TE UG folU book & o= &7 TN B+ T ot form 2 |

s 1 book 10 G&IHI BT ufaffa H |

SR fore el & SR Y™ 7™ i & oy Az et & fog 9% picture graph TR f&am 2 |

Days Books Sold

Monday A8 80 8

Tuesday ﬂ ﬂ ﬂ ﬂ ﬂ

Wednesday ﬂ ﬂ ﬂ ﬂ @ ﬂ ﬂ ﬂ
Thursday ﬂ ﬂ ﬂ ﬂ

Friday ﬂ @ ﬂ ﬂ

Saturday ﬂ ﬂ ﬂ ﬂ ﬂ ﬂ ﬂ
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ST T *TUH <@ @ tabular format # f&&1 137 data, pictorial (fUaeiRare)
form # A1 IR a1 ST el & | $9%1 B9 39 [y WR Ugl € fob:

< fUaeRerer a1 Tt fAfY data T MThY® TRI® A IR B H SAN

Tl BRal © |
% Y fEFN NI D TEART AR L |
% 39 faveivor Siedy BT ST B |

Graph &I A3 B SUD! ATAT HIAT AR Data (ST1) e+ 31 ygaE &A1

Graph /Chart &% SRR 8 S &1 IRTGe &I A BIVT g1 a4 (31eT) TR
SHd 9 H§ =T @IfUd HRaT € | Graph /Chart &1 SUIRT data g9 &
foTu | UBel 1785 H Whicets SNIMRR 3R Ioifad el William
Playfair (fafer™ @) 1 oig= a1c, IR 91 3R U7 91c & wU H fhar o |

£ . - — . )

HAERNEY ARRY SEED CERLUNNERA ) SUNNRNANA

a ' | ="

Fre 0 e ol Pniter’y drame e dmsgnnd moses e e e of @ g of @ ke sy s e Aokl anes o —h—r—--h-b-nar-—-nur
\uquwuw—md-uh-:m nterel blhs Thie rha ansmuss in o shres sabions of o ] i1/

Source : https://alchetron.com/William-PlayfairSource :

William Playfair

Bar Chart (@R =1 ), Line Chart (efls9 =1c), Pie Chart (U1 a1c) & 37eldl iR 1 980 IR &
charts 81 € | 97 Scatter Chart (¥bex @1e), Area Chart (TRar @ird), Bubble Chart ( g« @1c),

Radar Chart (RI€R a1€), Doughnut Chart (SIF7¢ @€ ) | @€ &1 999 numeric data (A&

) B TPR R R ear 2 |

Type of Numeric Data

Discrete
Numeric (R[3R®) ( )
Data (3@ S<I) - ~
Continuous
(@dryera)

- J
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Discrete data Continuous data

« 39 YR & YUl data @I 1 S Hehal & | |« S YR & data bl =TT ST bl ¢ |
SN 1,5,7,23,.... SN : 55 89, 25 kg, 101.5°

. Jg fractions IT decimals ¥ =&l forar irar |« I fractions IT decimals & forar o
= AHT B |

e IQTEXVT: U P& H gl Bl G&T, A8l |« SGIBRVT: d9qE |, I9 , o ls 3 |
T fhael o G 53T |

+ Column chart, bar chart, pie chart, scatter |+ Continuous data histogram ¥ Gz
chart &1 YT discrete data fa@m™ & forw | <ar 81 Wi # Line Chart a1 Area
\ﬁv_ﬂTGﬂTﬂﬁr@QI Chart &7 WRIRT fhar ST AT B |

Graphs are everywhere...
Few examples:

/ - o i (g, i g,y iy
ECG a1 Electrocardiogram "'| Ty | ] | ff [ |.-

(35 afi Pl éEIEII I) é?f U graph % oy --H,rﬁ__.ﬁ_ﬁ—-.‘.a-_-ﬁlm:'ﬁ__hﬂﬁ_;_ﬁ_-\.f_ﬂ_ﬂﬂq
e dl Rl sesewwe | || | | | | | L | |

T INERST BIF @I SIFBNI Qall 8] [ A

§ §=-i | g il betal
~ "UA_H'LHLF-.,L.A—-W_L-:-LMAJ\.A--,-MW-. ...-ﬁ-_-{y

Seismograph()/Seismometer &Rl H 4w,
R ST fawpie a1 fhdl 41 371 BRUT § Y BIC
[ crum q W sed Bl 9o R FART DI Y YR R ReblS
- IRAT T | SHD Al Ig Ul DI @i, IR &=l Dbl

TRl B BEEE H W AT fhar S 2 |

Fig. 20.2. Seismograph

Source:www.civilengineeringx.com/construction/seismograph

I IALATUD B FRIAT A ITh D 5 30X TINT & ) Reb &= # ford |

07 ICT Information and Communications Technology




e A
/‘\ SR feT 7T fIaror &7 &u= ¥ Ue IR I AU T data @ discrete AT
- ___|continuous ¥ #fiag &% | Discrete data @ fery D ik Continuous data &
‘ maﬂ%%ﬁ: foTg C W tick () @7 Frems o i |
Practice) 1: | .

j{Fractice) o fa_Te PIEel & 50 #Ha H SHGT 3T batting run X< | D C
10 Aigcdll & [T el AT DI HA | D C
+ 2017 ¥ 12 HEHI BT FATH AR AfTHTH ATIHHA D C
. feeel, ATsT 3R STl | A, Jallg, 7, R D C

H afraa a1iRer|

\ J
Types of Chart/Graphs
Chart/Graphs
' il | |
[ |
[ Bar Chart l Pie Chart Line Chart l Area Chart ’ [Scatter Chart
|
|
Horizontal Bars Vertical Bars
(Known as Bar (Known as
Chart) Column Chart)

Spreadsheet # 3mu®ml A+ charts fieli:

TdH Dl 1S AR TR &ferst (3rof) 21er & <arer SR fawameh & ofik Sefarer (7rH)
31&T & A1 oI ATl 2 | B SR H values F Tl & & foTg AT FHI BT 1afe
¥ SeT uRadH fawm & fofg STart € |

1};:)( 3MThel & B DI THA RIS TR TR SR A o1 BHRAT TR Bl 2,9 o,
HqE , g ara |

@ | Pie chart 7l & IITT & WHI, U ST el § IRl & SATBR Bl e € | T urg
a7 H TeT 3fdh qR UTS &7 Ufererd & U # fe@mar a2 |

:ﬁ IR A1 AR a3l & 4 oIl DI ST & | U gR ATS AR IR FHearer (=7ofh)
Bar | & R &S (A1) 21el & et Rerd SiforIt wefid exar 2 |

~ e {6y U Hel &1 AT fowar ax, U Rar e § X B &1 daer 1 far ST & |

*o | TheR AIC IMHAR WR F&ATHD AMT DI @M 3R ITdh] T B b o1y ST
ST ST B, ST A=T+1ep, RGBT 1R Soi-RIRT Sef |
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Components of a Graph/Chart

Y Axis Value, Literacy percent

(FrerRar ufera)
india’s Lit Rate (2016
S S LRSERCY Rete 1) Chart Title
r 80
75% <
_ 70% 73% i Bar Value
Y Axis, - -
Dependent ek
Variable 60% 63%
| 55% _
2001 2011 2015 2015 ———»| XAxis Value,
Souﬁ:ﬁ: -:f_";}'-:'sx:'f-'.'.‘ _'_w:.;,-r:_-‘.;-_.*_.—_-':" . e ACTE NCTE MHRD Year (El'si)
X Axis, Independent Variable
‘Independent Variable ‘Dependent variable
» X Axis value * Y Axis value
« Jg WaF TR A9 B | « I8 independent variable
R R BT 2 |

R T Y UTh # y axis HI value x axis @1 values ST fd a¥ (years) & IR feUsc ® (Aded ATet
& AR literacy rate (WIeRdT Hfcrerd) @I value <2 AT 2) | $AGY y axis dependent

IRYTA B |

Analysing Data through Graphs (3z1 fagatso)

Bar chart, line chart, pie chart, column chart a1 3= =il @ /IM% & wU # A fby 10 3R
T fIfd fhT 1T ST & 31ef @7 AR SR B Ufshar I DataAnalysis (ST fawersor) d&d & |

G

330 DD 2 TSy,  https://www.corbettnationalparkindia.in/blog/wildlife-

(Activity) 2:

conservation-projects-in-corbett/ @ AIo=I | foly T UTH BT &9 A
TG IR SHDT [ATITT P |

09
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UTh:

Population
Estimate
of TIIIEI‘S

* Exgluding the minimurm population
estimate of Buxa Tiger Reserve
112 tiggers) bursed on genetic analysis
conducted by the Centre for Cellular

and Molecular Bology (CCMB) & 4 _

601601 o ‘ L

W 148*

5hnral1k Central India ‘l'lfestﬁn Hﬂl‘lh East Surldrrbam Total
Gangetic  and Eastern  Ghats Hills and
Plains Ghats Brahmaputra

Flood Plains

PTIGRAPHICS

1. Chart @ YR Sl fo qd Qa2 d GHSIT 7T & SHDT AT DR 59 graph BT UHR gar |
Graph/Chart & U&R &7 33+ &< g9 9131 & g Column chart/graph 2 |
2. I8 graph FaT geriara ?

IE UT% a7 &) STRe] <9dT & |
3. 399 Independent variable #T 8 ?

<9 & faf= S8 (Region) STET 99 UTY &I1d & 19 Shivalik — Gangetic Plains, Central India
and Eastern Ghats, Western Ghats sa1fe |

4. Dependentvariable #T 2 ?

9 UTH H y axis HI NG T A T8l 9911 T & W IR IR ford! value &1 FR1eror R I8 JH9sT |
31Tl § @1 Dependent variable a1 &7 I © |

5. xaxis TR UA® region ® &I 31T I @ bar ¢ <90 2 ?

&I A graph &7 I HRA TR Jg % Legend (ciIoie) fawar it A <2ifar € @) ugelm Bar 2006
31R ERT Bar 2010 @1 e feamar 2 |

6. 2010 # b1 S8l UR 919 B AT 91 872
Shivalik-Gangetic Plains, Western Ghats, North East Hills and Brahmaputra Flood Plains.
7. 2006 § Sunderbans # 919 @ GG & IR H feyvefy &% |

SR QU Y U6 & AR 2006 H Sunderbans H aTe dI [ BT T el 2T | §9 T DI IR
¥ AT 99 8l o A8l 8l Wobdl agfd Jfa VAT BIaT I graph # ¥ AT Bl FAT STOR af 1T
Bl |
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8. 2010 # 919 & S=_I&AT A fha gfg g2 7
Graph # 3TRa¥1 <1 Bars Total T21id € , RTa! value 3% YR &
2006 : 1411, 2010 : 1706
2006 B TSI DT 2010 P 3Mbel H F T W &5 I UT &I ST
1706—1411 = 295
2006 @1 FeIIT H 2010 H GTE O ST H 295 qTe O gfg gS B |

— — | http://www-indiaspend-com/cover-story/farmed-land-drops-over-25-
T HRD o years-so-does-food-per-person-72672 & Ao W oI 7Y UTH BT &9 |
: (Practige} 2: | G B SHABT fATATIT Y |

e R

Yield Per Hectare- Impertant Crops (in kg/ha)

B Focdgrains
B ciscecs _ LW
Cotton i

2.0k

(" L 1880-81 1890-91 2000-01 2010-11 201314 ) )
1. I8 {59 UHR &1 graph g7
2. U8 graph @1 ST & ?
3. Dependent variable &' ug=r-?
4. Xaxis ®lvalue R, 98 FIT S © ?
5. | SAT&T Foodgrains (TTEI=) &1 IcaTa fhsd ATel § g3l 0T ford?
6. |aH BHH Cotton (HUTH) BT ST (b ATl H FAT UM forel?
- ),
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Graph & SUIRT I W ¥AMUA B IAFHATA 11 |
6

I o) “FIfe” icecream & fashdr & | S9d1 2f e e &1 arow= &

femg 9 < fau 7Y table & =11 7T 2 | 3N &9 9 Brsdie # ford
3R I Bar U1 & eI I IR X |

Daily Sales of Radhey Shyam

Temperatures Sale of Icecream (in Rs)
<15 400
15-24 900
25-34 1500
35-44 2500

Step 1: %uxX f&U T table &I spreadsheet # §-11Y |
Step 2: Table &1 dddc & |

A ;
1 Daily Sales 1

2 |Temperatures |Sale of Icecream (in Rs)

3 |<15 400

4 |15-24 900

5 [25-34 1500]

6 [35-44 2500

Inserting a chart/graph in a spreadsheet
Step 3 : Insert Tab W click & |

Step 4 : Chart Tab # 3¢ faff=1 =1 <13y # & 37U+ AMaeIHAT ITIHR @1 g+ | 89 column W click

A = —
| 2D Column |
Insert -IJ_E. |E_I]L :_i._.lil |
“ :Et: Line ‘M'ﬁ 3 3D Coluwmn
&l Fie - l:iiutttr' . : | g | aall
e S Bar - L) Other Charts - j 8| B S0 jj
Charts s s &1 s -
il /sf) 08 BB
Step 5: Column ™ click &= &R I faT Y option fAerd €, g+ sz
TS BT column =T T+, 9 Usell I1C g B ¢ | | idaa) [laA ] JAA | 44
Step 6:Column chart =3¢ 8 STRATT | iy
W/ A ‘_'-} ?A_!H A
| A4 Chart Types..
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Heading Daily Sales of Icecream (in Rs)

3000

2500
2000
1500 B Daily Sales of Radhey Legend
Shyam Sale of Icecream
1000 {in Rs}
. -

15-24 25-34 35-44

ST b 31U QT Bl A1 H BB Bl & oid f:
+  Heading, Legend FAR 31HR -T&i 2 |
«  Xaxis3RY axis ®T <rged ¥l &1 § |

3MS TH $1 HIAT BT G PN |
Editing achartarea
Step 1: Heading 9&a @ feTy S W double click X , 3R Sugwh heading o |

Double click to edit - 2 . :
Daily Sales of Icecream (in Rs.) |

3791 &1 gY Chart @I click #X+1 IR Chart tools 3Tae! Design tab & $UR fa@rg < |

ol ' Chart Toals
i/l Home Insert Fage Layout Formulas Data Review View Design Layout Farmat
i — e & 5
“ EE‘ f_l - JI = =l | B Y = I- || — ] | ==
Change Saieds Swtch Seled i ___Im =- e (e | S | E— | — | —
Chart T J|: Templa te Row/Column Data -

| Data Chart Layouty | hart Styles
—% o © 4
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Step 2: Legend &1 fdaxo g5t & foIy SeT M@ # ¥ Select Data W click & =< f&m 741 dialog

box fa=a |
Select Data Source 7 x
Chart data range:  ESENYNEYERIER =
7] Switch Row/Column
- IS Horizontal {Category) Axis Labels
1.Click Edit to i 7l
make a change : .
Ty dhey Shyam Sale of [oecresm (in Rs) <15
15- 24
25.34
3544

[ o ] coe

, < L D S —
2. 79 At Hseries d1 | Edit Series X |
T 8 SW click X R IHH - — ‘ i
forar TRe legend g &+ | e i |
ST | | =Sheet1!48%2| | = Daly Sales of... |

i Sernes values:
=Sheet 11 $853: 4856

3.0K click %1 ™ Sheet 1 & B2 cell
Pl value IRIST BT M 7 STRIAT |

Daily Sales

000

) Al A==k
2000 | ! Legend @1 text change &1 T | IH:' & |- H )
=i [ — W Sale of icecresm (in ) Ce e |
oD . =
= I
L H o N N
€13 3544

i | H E ¥ ,_L_i '_E | ‘ I ]
15=14 25-34 4 : s

| L
| J

Step 3: X Axis 3R Y Axis @ erged a1e ¥ foras o forg sy | il Lﬂﬂi i E
chartlayout St f& chart tools # Q Y e e, S click 1 : -
I 31 o layout T | = -

s
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fihy X Axis 3R Y Axis TR elgcd forgs & ot 99 WR double click #% edit &Y

Daily Sales

J I I M Sale of icecream (in Rs)

Double click 15-24 25-34 35-34
B edit B | Axis Title

X axis 3R Y axis &7 title change &1 4T |

f )
Daily Sales
3000
2500
$ 2000
E 1500
E 1000 M Sale of Icecream (in Rs)
. |
<15 15-24 25-34
Temperature
- J

Step 4: ChartstylesTrﬁﬁﬁoﬁmw%‘tﬂwﬂﬂaﬁ%Bamwwaﬂ?ﬁiﬁﬁmw
ST HHT 2 |
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Daily Sales

=

a

E

"

_gmm -
sm- I |
e B

<15

15-24 25-34 35-44
Temperature

o Sale of icecream (in Rs)

. J

e

imenag || T i 4 91 A e T Abeer ¥ 30 AR dice BT, 56w W
- e @1 1 2T 7T table # enter &R forT | 399 table @1 Breeiic § 97 )
Bar graph @1 H&TIdl A Y X |

(Practice) 3:

Roll of dice
Face of the Dice Times
ONE 5
TWO 4
THREE 8
FOUR 2
FIVE 3
SIX 8
/Note: N
Roll of Dice Chart Title (a1 chart @ heading) &1 @1f2T |
X axis T title "Face of the dice" 3R Y axis @ title &I Times & gI1d "Frequency" 29T a1 |
Bar Chart @1 SR Sl =1 ¥ b U =1 27 =ral &1 701 57re | ey o ford |
N _/
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Editing chart typg

Activity 3 § 991 7T Column Chart &I Line chart % dgef |

33 HID I/ )
(Activity) 4: Daily Sales

2500
7 2000
1500
g 1000 m 5ade of icecream |in Rs)
< B
o

15-24  25-3  35-34
Temperature

Step 1: Graph/Chart W click @ |
Step 2: Chart tools # & Change Chart Type Click @ |

™ AN R Chart Toals

Home  Inset  Pagelayout  Formulas  Data  Review  View 'Dmun

= nul-i
Chlng-e ‘.iel!ti [ | -
Cnart Type Template Row/Column Data -
Type Data Chart Layouts

Step 3 : Chart type dialog # & =1 g+ 84 Line g7 = €| OK click & |
Cmnge(lm{‘rm g l T x
| Templates Column i
(4l Cotumn A | A . |
ey |0 [n] (A2 0] 03] 83 30

i =
@ :.:: E EEr ' Chart type 9&e SIRIATT|
® t ||~ R | ] (Las] |
% Bubbie - . — L = Al Sale of Icecream (in Rs)
W Radar Pie $000
r i ) ] 2800 |
o g @ Oy (V) @& €3 i o
- i s 7
3-8 :? B !
3 2 E . == : % i i | e il o iecremm fin Ba)
3 = 2E2E3E -l /
®E . — : - - . i -
- & i ?ﬁgtﬁ— ?::%g"" : R A
Manape Tempiates... | Get as Default Chart Temprature
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ATSA 5 TP BT AeFT HR U & SR C |

1. TN Sl DT G SATST faspl fooa #2141 4 gl 2 ?
RIS Si &1 fden! Aa™T SATRT T & Al # Sif b April, May, June, July BT 2 |
2. 32° A9 # ™ S 3 A fean suAl o) 81 aadi 27
32° ATIHI ¥ T Sit &1 el 1100 | 1500 TF 1 & Fhell & |
3. T draw o e Sff fed uid erga o/ +ff W @ aad 27
&t & g9y ° e of fod) urd ey o | O FHY o 9ahd ¢ |

| iz 2 |

(Practice) 4:

Practice 2 # 9571 7Y Bar Graph @' Pie chart # 9c¢f | Pie chart @7 layout
| U1 B AR

e: i faar 1 Pie chart ©9e o 2 |

Roll of Dice

B ONE
BTWO
BTHREE
EFOUR
EFIVE
WSin

Pie chart 999 & dT¢ SA®T 1eqIH &R U+ 731 | A1¢ & Fra=il 939 (S: a9 SareT fhd 8fd @
3T T 3T & ? ST ) IB | I8 3MMua! critical thinking (T84 S19) T 9¢1@T <71 |

Sort (41<), Filters (fhec¥), Subtotal (Aacicd), Advanced formula (TSdi¥s BR{dl) AT
BT UAITT &) Data &T Analysis (fagasoT) &=AT |

Using Sort Option to arrange data

%eT VI # 3m9+ Home Tab # ¥ Sort (W) option &1 WA X U Bl & @99 W data &
ascending/descending order # arrange 3T o1 | R IfS 84 Ugel BicTH & ATal Big AT TN BicTH
o f2¥Td 9 list ascending/descending order # arrange %=1 &1 dl 81 Custom Sort 3T BT TR
IRAE |

ICT Information and Communications Technology 18




YR & YA Il Haferd FrferRad afidsi ol spreadsheet # €187 B
3iR 399 list @1 Person (per Sq Km) @ &1 & descending order # sort

BN |
A B c [ E F
| [ |
Population [as per | Personip)
States | Area|Sq km)
1 sl | Bopulationk [Arsate [ >0*M
2 Jarunachal radesh_|1388727 _ smy okl sk es)
3 jassam 3,12,05,5%6 7a438 256%| 239%| 39Tee
4 |Meghalaya 26,66,589 nas 05 0ea% 1328
5 |Manipar 25,70,390 nxut 0% 06 1512
& (Mizgram 101,97,206 21081 o05%|  oosW|  sa0n
7 |Nagaland 15,768,500 15579 0.18%  OUSO%) I.H.i-‘:;
E |Tripura 36,73,917 10,484 0.30%| 0.32% 35038
5 [sikkim 618577 7,056 0.05%| 020% 8508
Source: http://www.mha.nic.in/northeast_new
Step 1: Spreadsheet @ mouse drag a1 Ugell cell R click @ Shift + arrow key (->) BT STANT
PR IR table @ select & |
Populationfas per |Per{ent“age : Person|p
States | Areaf5qKm) | |
Census 2011) (SqKm) |MI India |er Sg Km)
Arunachal |
Pradesh  |13,83,727 83,743 0.11%|  255%| 1652
Assam  |3,12,05,576 78,438| 2.56%| 2.39%| 39784
Meghalaya |29,66,889 242 0.25%| 0.68%| 13228
Manipur  |25,70,390 22,327 0.21%| 0.68% 11512
Mizoram  |10,97,206 21,081 0.09%! 0.64% 5205
Nagaland 19,78,502 16,579 0.16% 050% 119.34
Tripura  36,73,917 10,486/ 0.30%| 0.32%| 35036
Sikkim  |6,10,577 7,096/ 0.05% 0.22%| 86.05

Sort & | Find &
Filter ~ | Select ~

5] sotAtoz
&l
A

2 click o1 i}

ICT Information and Communications Technology

Step 2: Home tab # ¥ Sort & Filter Option #
A Custom Sort &1 T |

SotZto A

Custom Sort...




Step 3: =@ faar dialog box display 81T |

Sori ? X
“idddievel | X DeleteLevel ajimw-'d| Qotions... (] My data has headers
Colum Sart On Order
Sty Cokum 8 iskies v ItA

{Coiumn A

|Colum B

{Column C

Sort 7 *
“a] Add Level X Deleteteved 3 Copyievel Qptiors... [#] My data has headers

Colurmn SortOn Order
Sortby Pmﬁamnia&per[mz Vakaes v | T A

|States

{Population {a= per Census 2011} |

| Area{Se Km)

Population®e

|Arests
SRR Piaw & W fad | Person (per Sq Km) T |

Step 4: Order-> Largest to Smallest T |

Sort [ x
4 addlevel X Deletelevel L Copylevd | Cofions... EA My dats has headers
Coluem Sort On Crder
Sortby  perseniperSgkm) o Values v Smalest to Largest [v]
| Smalest to Largest
kﬂ.ﬂ&ﬁ_ I
Custom List. ..

(o] o
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Step 5: List Person (per Sq Km) & f&m@ ¥ Largest to Smallest order # sort &1 T |

A B C b E

—— Population (as per Area(Sq Km) Person(p
Census 2011) er 5 Km)

1 Population® | Area%
2 Assam 3,12,05,576 78,438 2.58% 2.39%| 397.84
3 Tripura 36,73,917 10,486 0.30% 0.32%| 350.26
4 Meghalaya 29,66,889 22,429 0.25% 0.68%| 132.28
5 MNagaland 14,78,502 16,579 0.16% 0.50%) 119.34
& Manipur 25,70,3%0 22,327 0.21% 0.68%| 11512
7 Sikkim 6,10,577 7,096 0.05% 0.22% 86.05
B Mizoram 10,597,206 21,081 0.05% 0.64% 52.05
% Arunachal Pradesh |[13,83,727 B3, 743 0.11% 2.55% 16,52

zaax_asz;B évﬁ‘ | ;h_;%ﬁ 1 AT b %;;1% & folg "Loudness of sound” €ffie @1 g1a farr , Sa+
 (Practice) 5| | g wwiar & R o s @1 e el dror a i el & | aaTon <

o e eafy o) et § daar Soft ol A1 & SR MiRa @ St 2 | fraar @
3o SHI dB (1) B 1"

Jreeiie # SeT enter R4 g 39 f<l 1 order @1 Wicl F&l faam, A fag g
table @' sound level @ f&¥1d ¥ ascending order (F= ¥ S=a &7 ) # <21l |

Loudness of sound from different sources.

Source I Sound vel 40

Average factory noise 80
Aeroplanes 150
Normal conversation 60
Soft whisper 30
Large Orchestra 98
Normal breathing 10

Using Filter to limit data

Filter (ftheex) &1 YAIIT S<7 List # faf¥rse STH®RI R &9 dfard BT M 9 & forg fhar Srar g |
8)

£ qaed IR FARI WIS 91 S d1e1 [Aenerd & a=di ®f faf=1 Wa o
CIEILZL Tl Ccricket, volleyball, basketball, handball, hockey T 3 a=dt @1 afifera
(Activity) 6: JESECES

I8 @i DI AT & AR U list TR 2 R a8 fedl +ff order § 781 7 |
SIHel HHICIEM | T o & fory a8 3ra= list (oraaT uar fawar < fezaman
T ) DI ANdg AT dl8d &, UR spreadsheet # I9dT a0 T list #
data &1 &l BI BT & , AT Filter AR BT TANT HR ITdb] TSI B |
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(- 7
A B L x| E F = H I )
1 Sno  |Nameof the student |Gender [Class  |Phone no Age{in years) Height [in om) |Weight (kg | Team Sport played |Individual Sport played I
1 1jSimsan Narang EF I & S586745245 14 160 47|Handball Long jurmp
3 2I8ohit Bhatia IM XA Ga5d 715485 1B 166 53 Crickat Long jump
4 3{Vansh Kapoot iM KB TA265932 16 166 43{Volley ball Shotput
3 4/Rajat Sethi iM ixC BES4S 25967 14 160 4 Cncket Javelin Throw
& 3|Vanya Dhingra |G A A TAI51B6525 17 168 4 Volley ball Shotput
7 i\ Abhay Sharma ir'.n'l XA ToF5A61156 16 166 H{Cncket Javedin Throw
8 ?‘iﬁmpree: singh [T Ml A 83958587474 16 166 49|Cricket High Jump
9 a|Miyati Gupta EF Xl A 9858585865 16 166 53{Valley ball LiBRg jump
0 91 Aakritl Bhadorla E‘ Ly 9745214563 13 160 52| Volleyhall High lump
1l A0iFaizan Saiti ha IXC BA52163574 13 160 54| Cricket shotput
12 11jRiddhi Kalra F NlA B7451X5214 17 168 56{Badmintan 200m sprint
13 12iRichard Varghese M KB 9854135478 15 166 45{Volley ball Long jump
14 13}Bham Aneja EM KB B547T145874 15 166 52{Crickat 400m relay
L J.-ﬂﬂ-r'glimar- Sareen |na %A 998985752 14 160 47| Crickat High Jumgp

Step 1 : 34 Home Tab # ¥ Sort & Filter option % ¥ Filter (fheeR) option T |

Click from Home Tab

Sort &
{Filter ~
ﬁl SortAtoZ
£] sotztoA

31 Custom Sort...
‘W= Filter

L

o

g B -4

Step 2 : Filter 0= click &< & ¥R column headers TR 39 dropdown arrow ATg oI =11 fT g
screenshot ¥ fa@mrT AT £ |

| ] | | | | |
B_AY.___ & V. c¥ oV &Vt Vvl o ¥V v Vel 1V

| 1 S0 ~[Name of the studer » [Gender +[class ~|phoneno = |agefin yea ~ |eight fin v » {weight [+ [ream Sport playe » |individual sport piaye «|

Note: Filter ™R TR click @)+ ¥ column headers IR dropdown arrow &< STRIT | h

Step 3: fH=T ¥ Arrow click &= TR S Bictd @& fo1u 519 fi values &1 319 <xg=1T ared &, S9 IR fed
(v') AT 1 X1 < 3R S &1 <G AT S Bl click R S W & T fed (v) A1 8T < | )
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aesT Sft BT "High jump” # 9T o1 dTet sl & list =T §, 31Tsy S

TETIAT BN |

"High jump” 531 ®fe™ % g S ®fe™ &1 9™ “Individual Sport Played”
2| 39 ®lci¥ & dropdown arrow W click ¥ I f&ar  sub menu (|4

) T :

Text Filters

o (Select AR)

o 200m sprmit
o 300m relay
vl High Jump

o lavedn Throw
o Long jumg

o) Shotput

o & list § AR values fe&<l &1 W@l &
ufoy W9 W e (V) I R |

Text Fiters

& (Select Al)
% High Jump @7 data <& & forg oy
g 9 R ¥ fed (V) 399 ' ) b
HEIN CIleEWgETé—| Lo jump
Shotpat

Cancel

Canicel

Individual Sport playe-¢

High lump
Note : 579 ®fet™ WX 3MY Filter &7 I1d & High Jump [Individual Sport played:|
I DI W funnel &7 e 947 fzgrg g [HighJump |Equals "High Jump" |
High Jump
(High Jump
High lump
Filtered list display &1 STeefr:
A | D E F G H | i
{ $no  =|Name of the studer » |Gender »|class  ~|Phoneno ~ |Agefinyea - |Height [iI'JI:T"JIWEiEhH]"LTE!mﬁPﬂFt playe * | Individusl Sport playe-7
8 7|Gurpreet Singh L 0A B95E58 4TS 16 166 49| Cricket High Jump
91 Aakriti Bhadoria F XC 5745114563 15 160 52| Volleyball High Jump I
14| Aryaman Sareen M A 9595854752 14 160 47| Crickat High Jump
23{Danish Ghai Ll XC 58686860865 15 166 48} Cricket High Jump
M|5atpal Singh M L 7834564512 14 160 47| Cricket High Jump i
5| Anupriya Das i3 I8 B524569875 14 160; 47{Handball High Jump !
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e —— | < f3T 7Y column headings & TR 310+ fh=si 6 HeUISAT o1 data
T B AT ‘ Th3Id BN Filter 3T &7 AR R 98 row fe@mg S99 “Favourite colour”

Red a5 & |

(Pracl_ic_e) 6:

- - - - . - - -

1 _Is.nu EMame of the student !Favuurite colour !Favcurite Fruit IFavourite Sport !

RIS ST @I “Handball” 3iR "200m sprint: % 91T o dTell "arsfdhai” o list
MR, AT IAD] FSTIAT BN |

330 BID T

INAANEE R AT U steps &7 T @ 3R "Gender” ®ictH § "F* W fed o1 X&+
< ,"Team sport played” # & "Handball” T fe& o711 %8+ < iR “Individual
Sport played” & # 1 "200 m sprint” &R fe® M @A < |

B c [ E F ] H | i
1 S.no = |Mame of the studer « |Gender = |Class = |Phoneno = |Age{inyea * |Height (in cr = iWeight (k * |Team Sport playe /| individual Sport playe.¥
11 10|Abha Singh F R4 8695956325 16 168 54|Handball 200m sprint
26 5| Anupriya Das |F X8 351556511_?5 14 160 47|Handball 200 m sprint

ik Fl |

| wmdmwew | Practice 6 ¥ @l list ¥ ¥ a1 Wil 9w R R “Favourite
| (Practice) 7: colour” Red 31X "Favourite Sport” Cricket g |

Clearing or Reapplying a Filter
Column ¥ Filter e &

foT Clear W click &V |

Fiter=}
| A
A? Filter o9 @& dTg afg 'ii . - =
AR 3T BT AT row enter et - —
e ERGRAC IR Tl STVl ol Custom Sort.. | P
(3] s - apply &1 a1, 39 W ||l |
s e A fhoey o @ forv (AR |
«'f 4l sotztoa [ Reapply TR click Y | [T m
“; T8 Custom Sort... L p T |
|

W= Filter . Reapply (Ciri = Alt=1)

« oo 4NN

I Clear the filter and sort state for
! the current range of data.
S S S - |

Eeapply the filter and sort in the
current range.

MNew or modified data in the
column won't be filtered or sorted
until you click Reapply.

1 | =
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Subtotals

ARI values &7 SiIe Grand Total HETT 7, R category(a¥) & f2wTd ¥ Sire Subtotal ®Ead & | IfS
& category T subtotal &Tat B, 39 31 &1 Sire 1ot 1 85 Grandtotal e |

3 qleNUI:

Gundesp
Annie

Sannah

Sabina
I Smita

Crand Ictal :

‘wl

% data @1 categorise @Y count, sum, average ST calculate T THTE &Il 2 | U
98d 9R data &I categorise ®X count, sum, average ST 31 & fely Spreadsheet &
Subtotal option &1 Y1 fhar SITaT 2 |

e cX-cl  37sY “Team Sport Played” column I+ fasat 9= volleyball, handball,
(XSO )ICER  cricket ST TWeld © $91a! 31T 31T Rl @ I subtotal fdTed |

Step 1 : Fifd 84 “Team Sport Played” column # foRd Sport @ -1 & 1A subtotal fHeTe 2 |
Sy WY Ugel 89 Team Sport Played column @ 3TAR list @7 Sort ({1 +11 order # ) Activity 5 #
I U steps & AR BVl | Sorted list 1=t faama i &

Fl__ A & C 1] E P G H I i
1 500 |Name of the student |Gendes |Class  |Phoneno | agefin years) Height (in cm) |Weight kg)  |Team Spart played |individual sport played
2 11{Riddhi Kalra . A 8745125214 17| 168] 56{8adminiton 200 sprint

3 25| Anupriye Das r 8 524569875 1 160| 47|Badminton 200 m sprint

4 2[Mchit Bhatia M 1% A 9554715485 1] 165 53|Cricket Long jump

3 4Rajat Sethi M C 854525987 14 160 a7|Cricket Javelin Throw
3 T}Gurpreet Singh [ KiA B35ESET474] 16 164 a9|Cricket High lump

7 10{Faizan Saifi W %e BA52163574) 15 166 4] Cricket Shotput

g 13{Bharii Anaja M KE as471587] 15 158 52|Cricket 400m relay

9 1laryamansareen M A 999854752 | 160 a7|cricker High Jump

10 15|Mohd. Waseem M I §745715989) 1] 160 &3|crickat Shotpot

1 16]Lakshay Gaur M % B 9354712785 14 160 a7|cricket 400 relay
13 17| Harshal Malhotra |M i §574521458] el 164] 80|Cricket 200 relay

11 18] Aarav Jain ™ 1B 9857452145 18 168 salCricket Shatput

1 23l%ased Khan 7] XC AESEL51278) 1% 164 52| Cricket a00m relay
15 23|Danish Ghai [ xC 866586365 15 158| #8|Cricket High Jump
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Step 2: Datatab # ¥ Subtotal option g |

(PR ¥
u
Phirmd it Paripé Ll Forimiar I Rwrey yarn
3 . " LTI = | i = L] .
: o aziCennithont o) BT i ; (1] :““
b .‘ i i B 2F a § a
Feem  From  foom, Prom Ofhe Telivah u Fart lién Tk kg Marediee Oala  Commighelabs Wt ¥
sreit Wil Fedd bl # Al At Coymi Dughesles Visdalian heavaii
it 112 Kt

g Unpesn fuinshi

Step 4: Subtotal apply & ST |

| Subtotal ? * 1. Choose the column for which
subtotal is to be calculated.
| Ateach change in:
Team Sport played w
Use function:
Count b 2. Choose the appropriate function
Add subtotal to:
%He@t {in cm) A
1 Il-ll t L
Ul ffg} 3. Choose the column below which
Individual Sport played subtotal of a category is displayed.
[ JHeight {in m)
[ e v
TICK:
_ [] Replace current subtotals ¢——m—— - To replace previous subtotals
| [] page break betiween groups ¢—————— - To shift next group to next page.
Summary below data — - To display Summary i.e. Subtotals and
Grand Total at the end of the list.
Remove Al E Cancel

ii213 ] ] i ju E F =1 H I i
L S.no [Mame of the student |Gender  |Class [Fhome o |Agedin yearsjFeight [in om] [Weight (kg) |Team Sport piayed [ndividua Sport played
[l= = 11]Aaddhi walea : XA §715135214 17 158] s6|gadminten {200m sprit
i 25| Arupriva Das F % B | ESMSESETS 14 160 LV Badminton !EDE T Epring
- 4 |Badminton Count |
i 5 2| Monis Bhatia L (L | -SG5 TESAES 15 166 53| Cncket LOnE jump
fi 4| Raist Sethi L e BESASTSSET 1 160 A7 Cricket Lavedin Throw
7 T Garpreat Singh 4 XA BI5E3ETATL 15 166 23| Cricket {Migh Jump
| 10| Faizan Saifi bl L BASII5ISTL 15/ 160 54| Crncket ;Shc'.pn.'.
5 13| Bnarti Ansia Ll X BSITIA3ET 15 158 SCncket :-!l}ﬁl“'l retsy
10 14} &ryaman Saresn Lk A F935854753 14 pioy AT Crcket {High Jurng
1 15| Moha. Waseem Al L BTdS215489 15 160§ AiCrcket iafiput
12 16| 1akshay Gaur L B SESATLITES Lo 160 47\ Cricket 1Al retay
13 Li{Harsnul wsihatra L X4 ES74503458) 7 164 BO{Crizket 100m rakay
it LEEAaray LEin Ll x| B SESTA52I4S 15 1665 S&Cnekisl
5 M £13 5] 166 53 cricket
18 il XiC 15 158; ABiCrichet
By L L) 10 1633 Lricket
= = _ | (T E— i T [cricket coum |
[+ 19 _Afsimran Narang: : A | 9585745245 14 155; 57| Handball
2 18] avantka Dey xp | sssrsisT 5 18] 56| Handball
n Jur-xb-u;._Smgl- [ x1& | 8695536325 15 168 54f Handbal| 1200m sprint
2 ulVani Dewan ; r_i B | ssesamsese ® 108 23] Handball Itang jump
- 1 ! |H_an|l.l.ulll.'w|‘_|t | 1
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e+ < : [1]2]3] Subtotal levels® |
Subtotal level 1: Click @<= 9% Grand Count f&ei T |

3l Grand Count &

Subtotal level 2: Click %=+ TR category wise subtotal 3R Grand Count ™ fieTaT 2 |

¥
Badminton Count 2
"
Cricket Count 13
Handball Count 4
Volley ball Count 4
Volleyball Count 2
Grand Count 25
Subtotal level 3: Click @== tR Grand Total, ¥*T categories @ oIy list @ 37X &1 Subtotal fierar g |
A [:} c (] E F (= H | i
1 S ."_‘-_'I_'I!__ﬂ[_l_l'b_l_'ill.ldl'ﬂt _Gl‘ndnr (:.I:u F"!?!‘I_E_I_‘I_ﬁr b m{ln_w.n{unrgm@u_p; W:iﬂl‘ll[l;;} . :I"_llnlm_!'qbqlr! El_-‘_l"'ﬂﬂ llﬁ_th'_.tl.l_.i_l!_'upnrl p_l“lﬂl:
-1 11|Ridahl Kalra F XA B7A5125714 | 168 56| Badminton 00 sprint l
) S| Anuprya Das F ] BS4SHSHTY 14| piy 47| Badminton 200 m sprint
4 | Badminton Count p
5 I[Menit Bhatia bl & BE54TESAES] 16 166 53| Crigest LEAE jurmp
] 4| Fagat Lathi 7] A BESASISGET 'Hli 1640 AT|Cricket favalim Throvw
7 7| Gurpraet Singh Ll X1 & BASESAPATA 15| 156 A% Crichet High lurtsp
B 10| Faizan Sadfi ol 1XC BASZ1E35 T4 15§ L& S4|Cricket Shotput
b | 13| Bhart) &inoga LY X B BSATIA%E ?-1] L] 156 S3|Cricket dnom ralay
1 L3 Aryaman Saeen M 1% A 9ounE5ATS2 | 14 L6 a7iCrichet High durnip
u 15| Mohd. Wazeem L X C B 5215483 15| 150 ANCricket Shotput
12 16| Laksbay Gaur LT ] X8 SESATIITES Lz 180 AT|Cricket 0m rtl’la"'
11 17| Harshul Mathotra bl ¥l& 851521453 17 164 BO|Cricket A00m relay
14 [&|Aarav Jain L ¥IB SE47452145 | 18 164 54 | Cricket SRotput
14 22| 5aned Khan Lo o B-'?.‘-E-t::l?.‘-‘!l‘i 15 164 B2 Cncket ANtm ralay
15 23| Danish Ghad Ll X i )| 15| 158 AR|Cricket HighJurmnp
t
17 4| 5atpal Singh A 1X A ?33-'15615]?] k4| 163 AT|Cncaet ’ngh Jump
u_ | | Cricket Count 1

J mﬁ_@%ﬁ | Practice 6 9 910 list gRT “Favourite Fruit” & foTg Subtotal e @1
! (Practice) 8: ‘ W—‘T $hY , & level T 3T a’ﬁl

————

<acd ol gdi @ height & 219 ¥ <@ @18d € fdb 3961 weight 31 & &
e g ol | 399 oy S5 BMI (Body Mass Index (calculate @==1 TS, foTe]

(Activity) 10: ”iflﬁmw%l . .

BMI =weightin kilograms / (heightin meters x heightin meters)
or

BMI =weightin pounds/ (heightininches x heightininches) x 703

BMI (§1gHa1TS) @ 70T foheft s & ot 3R Sdrs & & Sl © | gt 3R fhenxraxen #, Ig adrar
2 fo5 1 31 T2 A1 fheiR w@aver a9 (healthy weight), 31fS@ awi=T (overweight), 984 31feId aore

(obese) a1 Ta=ey IuT9 W HH (Underweight) ® |

ICT Information and Communications Technology




Tqed Sl 9 geat @7 aoF Kg (fheiim) iR o=rs om (JidHeR) § enter @1 2 | 3R S=i+: BMI=
weight in kilograms /(height in meters x height in meters) &7 YRINT BT T8 & R 39d [V S
height & meters # gg=TT 7T |Height T cm (centimeter) & m(meter) # convert &= |

[Height (in m) =Height (in Cm)/100]

Step 1: T& a7 column Height (in m) 91T 91 <t faU ¢ 791 (column K) # feamar a1 © 8k
Centimeter ¥ m 3 convert &+ &I BT K2 cell H o &R enter Ta1V 3MU®! Ugell value HAa

ST |

A B g ¥ E F G H | J i
1 5no Mame of the student [Gender  |Chass Phaneno  |Age{in years] Helght [in om] [Weight [kg) | Team Sport played (individual Sport played |Helght [inm)
2 1{Sirran Nargng F [LE BEB6TAS45 14 155 47| Handball Long jump =2/ 100
3 2|Mohit Bhalia M KA SE54TIS4RS 1g] 166 S3{Ericket Long jump
| 3[Vansh Kapogs M LB TaS4265932 16 16% 49| Volley ball Shotput
5 Afajat Sethi M (LA BAS451598T 14 160 A7} Cricket Jawelin Throw
6 5|¥anys Dhingra F LS TA25186525 17 165 54| Valley ball {Shotput
7 GlAbhay Sharma W X & 7535467156 16 166 34 !I.h'Pnn Throw
Recall:

Spreadsheet # formula =" ¥ % BIAT ¢ |

Fifd Height (in cm )@ Ugell value dietd G iR row 2 3 § SHfelT ®Iel = G2 /100 , K2 cell §
forar SR |

Formula @1 Fill Handle (fthet €sa1) §RT ¥ BT fasar ST Hebar & |

| 105

Fill Handle
ST 319 Fill handle TR cursor (HR) ¥ & df 98 + H 94l ST § |

|4 cells R BT apply &R & oy (AT F41 g=di B Height #ieR # &=a¢ a”+ @ folQ) I &I
ST R BT T4 cells @ ol apply &, ST @1 =i faamar a2 |

a B C [+] E ¥ G H | J s,
I fno Kame of the student |(Gender | Class Phone no | Agein yearselght fin em) [Weight (kg)| Team Sport played |individual Sport played Helght LH_1_II_'I!_J
< 1| Sienran Maranjg F L] S506TA5 140 14 165 A7 Han dbali Lomig jumnp S
1 | Mohar Brana i L] A6S TS0 16] Hedl 53| Cricicat Lang jump 1.66
d i Vansh Kapoos Im L] TRHIETIAT 16 163 43| Vollay Dall Shofput 163
5 4| flajaf Sathi s K RG5ISI598T 4 180 A7 Cricat favalin Throw 1.&
L] 3| ¥amya Dhingra F KI B FAISIEESTY 17 155 = 'l'I:IuF_'..':'Ii“ Shatput 1E%
7 4| Abhay Sharma W WA THIEA6I154 16 186 s tavglin Throw 166
# TlGuprewe Singn w8 WA | esssera 15 164 33| Cricket_ High lump Lig}
5 B k_lrral-?lﬁyﬂ_a_.‘ F LiFY Hémﬂ!‘-lﬁ-i Ty 188 !lad?fﬂrﬂ:hiill Jﬂrj ]Iﬂ: 1.08)
10 S|Aakrti Bhadara F e 745214863 L% 152 32} volleyhall High lump 1.3
Il 10 Fazan Sarh Lol e 85183574 13 180 58| Cricked Shotpuf 1.8
12 11| Rididhi Kalra F L) B735125214 17 Iﬁs[ | BEadimiriton 200m spnnt 1.64
13 L2PRichard Varghese Ll X B 28541254 TR 15 IMII | Volley bail Long jump Lo
14 L3 Bharts Aneja L) L] B34 7185874 1% 158 32| Cricimt S relay 1.58
13 14 Aryaman Sareen !M oA SOeARSATR Y 14 188 4N Cricket High fump 1.4
L 15 Mohd. Wassemn :M kg BEFI5215489 14 180 42| Cricaet Shotput 18
17 18| Lidshay Gaur !M B DESATIITES 14 180 A7 Cricked 400 relay 1.5
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Step 2: T AT column BMI 910 o9 A1 f&U 19 g89T (column L) # fe=mam w1am 2 3k BMI calculate
PR BT BHATL2 cell 3 forg ax enter TaT D! Ugell value et ST |

BMI = Weight in kg /Height (in m)* Height (in m)
= H2/(K2*K2)

u g H] i " | i - L
I %ng Mame of the studen !hendrr Class  |Phomeno | Agedin yeard teight (in om)  (Weight (kg) | Team Sport played |[individual Sport played |H_E_!;rrt1in m) 10
i 1|Simran Narang iF 1A BEBET45045 T4 165, &7 |Hardball |Long junp ks aHTf
i ¥ :' F’II_IF"'l. I.I '|:|I|.-_| 1 .I.I._l: 1 '.H?_‘-I..?] _‘.\.1.31‘|_ :||:| '.r'.l'i_ .=-'|_I' |||.Ll:.'.. Long jurnp 1.6
] 3| Wanish Kapooe i B PESLIHAFIT 16 164 43 [\olley ball shiolzut 1.4
5 A[Rajat Sathi Il |X T RASLSISSAT, 12 LEL A7 |Cricket Lanvdlim Thrmss 1§
\ Sy Tihingrs - POA ) eI by a ] A iy ] B o . 2
¥ Blabbkary Shamma il LEEh FEINEIYSA. 1b bl |Aavelin Throw L84
| 7| Gurprest Singn 12 L] RISESETATE] 16 4% | Crickopn [High lumg 168
: Bihipaiciais  F L s 6 Shvelieykall  llonj jufmp _LBt
i 8| Aadnds Bhadaria ¥ 1= Y7L5214%63 15 a2y yhall [High Jigmg L]
4] 10{Faazan 5aif) ] WiLg BARTIE15TA 15 i S {Cricket | Ehitpia 1§
3 11| Riddhi Kalva F ALk ITE51r5 114 17 16 saaedmiran !.*m--- g L1l
i 12[fichard Varghese  |W m 3554179478 1 1 1| valley ball | Long jump L)
& 158hac arajs & x8 E4TISET 1 158 Jeoam reiay KT |
3 LE|furgdrhan Saisen el 1% el J‘jj' i 16 |-I I|!I' ligfip LA
i 18{hdahd, Wasenm ] (LA BREA2 1% 14 180 Shoioet L4
16| LAk sy Gawr X E SRSTITTRS 14 AT |Cricket I-h:l.'l T Faldy L.§
Wﬁ%ﬂWWWCGIISEﬁWappIyEﬁ éwa%%ﬁwmw%‘l
A E r 1 5 * [ H | 1 i i
1 Snp | Name of the student |Gender  |Class Phane o Apefin years] Height (in om) [Weight (k) Team Sport played |individual Spart played | Hoight (inm) BRI
2 1} simean Naarg 3 BT SSHETA5I] 14 145 ATiManciall Larg jomp 185 17
| = Ll I'(_.IL_ ?ﬁ-&-’i]__:lﬂﬂ\ﬁ H 1@5 Jdinoeet Long jumg 165 13
| 3| vanish Kapoor M B PASALEYSI 18} 163 45 Vobiay ball Shatput 189 17
- | -IEP..1|.ar Lothi ¥ [ida EEARISET, k 150 ETLrice! lavelin Thigu L& 15
1] 5!'.-'.1-.-.:& Dhingra F LER 7415188515 7 VES 54 Vobley ball Shatput | 1.55 20
7 E!ﬂ.:r-s'f Sharma M LAY TATSARI15E. -1 15 54 llevbali lawvelin Throw | 1.65 ¥, 1]
] Y Gurprest Singh Ll A 453587474 L8 184 A% Crichst High lump | 1&% 1B
- A Niyati Gupta F L SESASREEES i 156 33 Wolley ball Lorg jump | 18 ]
10 Ui A ukriti Bhadoeia F (L1 745214561 15| 15 32{Wokieybal High Jump | 157 vi]
11 J.[I;FF:H:'! Eaif) L 1 iC BA57163574 15t -] S4.Critket Shatput . L& 11
13 Lt{RiddRi Lalra F LI E745125714 | 158 5&: Bacimintan 20im spring | 158 ki)
13 [z.rH:-:Har:l Varghate ] TE 51T 151 L] 46 v'piley ball Lang jump | 155 17
4 I.'.IEEI'Jr".I Ansa 5] LB ESATIESETS £S5t 158 S2LCncust A00m ey : 1.5 21
15 ldlnr,lama'! Sareen M 1A FIFIELTI 1y 180 47 Cricuet High Jump | L& 18
16 ;'_'a;rh-'c'hﬁ ‘Waseam L&l 1% 5743215435 La; 140 A2 Criciest Shatput | L 1b!

Filling cell with data on the basis of a condition using if function

Spreadsheet # Condition @1 apply @%@ feTT “ if * function &1 TAIT fham STTaT © | 31sy 9 fore
%I R for1 Syntax (R

Syntax : if (condition, value if condition is true, value if condition is false)

Recall : Formula 31X function

Ricew) ®ed &, aas!:

= AgH R

o FIfd " if * Tb BRI 8 FABT TANT HRA & fo1g 31 formula bar o 9 f, IR click 3% |

—

J

29
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« 9 f&am 741 Dialog box display &7 |

. Insert Function g &t WY “If” forg FR "Go” Click &R Had &
1 Search for a function:

4 Or select a category: | Most Recently Lised w

1 Select a function:

4 (MAX m

AVERAGE

COUNT
4 I15UM

HYPERLIN

SIN _ v
7 IF{logical_test,value i truevalue if false)
= Chedks whether a condition is met, and returns one value if TRUE, and another

value if FALSE,

7 Help on this function 0K Cancel

gfe 3T T RUeT condition ST27 91X condition @ true 817 TR 3iX false 811 WX U T value fe@mi
AT |

5

Score & 29 W Remarks 9=+T|

o 2
(Activity) 11:

349
450
25
145
897

af score>350 & dI message "Highest Scorer display”

R & 31eraT “Keep Trying you will succeed” display &= B -tiichest scarer
2 Sl &1 997 Decision Tree & 9T AT 2 |

- ore>3s50
Y &7 AdeTd ) condition true /81 8, score 350 ¥ SATET & | AN e Trying, you
N T #aerd @1 condition false /&) 781 &, score 350 ¥ will succeed"”
STET T8l © |

Td Decision Tree §B Rftal & MR w foig & WWifdd Fa=m=El &1 Tifhdd afdfEe war = |
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Step 3 : Step 2 # OK press &+ TR I% dialog dfa=T MU fET:

'] ' B ] ] = 1

E Function Arguments f b4
!

i Logical_test | 5 =

i Value_if_true =

; Value if false . =

| Cheds whether 3 condition is met, and returms ane value if TRUE, and another valuz (f FALSE.

4 Logical_test is any value or expression that can be evaluated to TRUE or FALSE,

Formula result =

o on e b e

gfely <9 & Sl & HM A Ul Step 2 # fay Riuet condition &1 §9 dialog # for@ o= 3% dialog #
fora™T @ TRID BT THH o |

Formula bar # function ferar gan few@rg <ar 2

IF v x JE =IF[AZ>350, "Highest Scorer” Keep Trying Hard you will succeed
A 8 " A2 cell § ugal Score forar T 8, False @1 31df & f&
| Score  |Remarks B A2 cell # Score >350 8! ®, Aded 350 W SAET &l &
. 345 Hard you will succeed) _ —
- 50 1 Logical_test | 47350 % = FALSE
d 7 Valoe if_true: | Vaghest Seorer” % = ‘HghestSooer"
3 145 Vaoe if_fabse | tep Tryng Fard vou vl sucteed TRe| =
g & Enter SaT7 TR 3109 9" "&RT IR
4 Cheds whether & canditon s met, andrems one vl ¥ 1Y I Highest Scorer” & T
Value if false = teysed QB | UWT SO RIS A Text
FALSE is refur data %‘|
o Formuta result =
-_ el on this Sunchon Df._ . Cancel
Formula Bar # ferg function &7 faweisor |

=IF (Condition, value if conditionis true, value if condition is false)

- - -

=|F (A2>350, "Highest Scorer", "Keep Trying you will succeed")
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A B

1 Score Remarks

2 349||Keep Trying you will succeed

3 450|Highest Scorer

4 25||Keep Trying you will succeed Fill handle & YA ¥ formula 341 cells

5 145||Keep Trying you will succeed T R @ condlifon &7 ST,

Remarks cell # values ¥R 7 |

6 897|Highest Scorer

?
- ——— 21 & URT SHd Alged & ANl B list & 3@ I SH & 2919 I IEH Status
mm‘%%ﬁ‘ I <1 AT condition & TR STAIAT © : 3R age (SH) 18 AT 18 | ATET @
(Practice) 9: | I "Eligible to Vote” F&! I "Under Age”.3d =Ie <1 7T headings T WAt

L ®x %5 @ @1 ser s ax IF condition @ |
A B C
1 |[Name Age Status Jl

BMI Classification

BMI Category
e N A R LR
e et d e L L T N T B

25upto 30 Overweight
17
30 upwards Obese I 19
17

Bl Category

39 <1 off Tred € B &R 9o b BMI & value & AR Vel &l BolR | =

change &1 ST S &1 R QAT AT | 3
Step 1: & 74T column Category §91¢ SN i f&T ¢ 89T (column =
M) # femar T 2 | z

21
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R &I T BMI Classification @1 961 & 3I9AR BMI category f@Ter @ forg &4 condition @i
T, o

3R BMI 18,5 & ®¥ & dr Underweight,

3R BMI 18,5 & aRT6R g SITGT 31K 25 | HH & ar Optimal 3= Healthy

3R BMI 25 & dR16R IE TG 31X 30 W HH & dl Overweight
30 ¥ Sa1eT Obese

3118y, HUR <1 T conditions @1 e Decision Tree (FSRY 1) 31 oRgd oY

Underwelght
BMIi< 185
BEMI>=185 D Igh'!
VErwe
and BM <25 BMI>=25
L Bl and BM1< 30
m

N = e (Conditicn is False)

Step 2: $WR 91 decision tree ® <@ &F Ig THST H 1T & fh I8 TP nested IF & a1 & IF
condition @ 31X IF condition, 3Ty g3 ol &1 T &y

— I numbers &1 = B1 value I19 & Tt AND T TIRT BN |

=IF(M2<18.5,"UNDERWEIGHT",IF(AND)M2>=18.5, M2<25), "HEALTHY", IF (AND) M2>=25,
M2<30), "OVERWEIGHT", "OBESE")))

39 function &1 N2 cell # for 3R 9T cells TR apply & & foly {7 Hv:

| N [ o | P  a
Category |
=[Ft}»12~=:1 8.5.,"UNDERWEIGHT" IF(AND(M2>=18 5,
M2<25) "HEALTHY" IF(AND(M2>=25 M2<30),
"OVERWEIGHT","OBESE")))

| IF(logical_test, [value_if_true], [value_if false]) |
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T4 gl & BMI &7 8Tider category column H apply & SR

M N
BMI Category
17|UNDERWEIGHT
19|HEALTHY
17| UNDERWEIGHT
18| UNDERWEIGHT
200 HEALTHY
20{HEALTHY
18{UNDERWEIGHT
19|HEALTHY
23|HEALTHY
21|HEALTHY
200HEALTHY
17|UNDERWEIGHT
21{HEALTHY

e

wRim ed || SO & T Worksheet # Remarks @7 T dicid ae1¢ | R a=di o
category OVERWEIGHT a1 OBESE &I, S-7& Remarks # "Do Yoga“
foram 8T =2y |

Eracticelt0;

Applying Conditional formatting
S = ¥ condition & 3R B4 cells @1 value set

PR Ahd & U JBR 8A condition & IFTAR cell Bl

formatting ¥ spreadsheet @ Conditional Formatting

option I &R T & |
Conditional Formatting &7 J&IRT &R

Home Tab ¥ Conditional Formatting I |
8

IV~

Underweight : Pink
Healthy : Green
Overweight: Orange
Obese: Red

31130 BB 3 |
(Activity) 13:

WRIST off & aTEch € Category @1 value & AR cell & T $6 HOR &

Step 1: 579 cell AT cell range W conditional formatting apply @3+ 8 S¥ select & |

o
!‘g s

Conditional| Format Cail
Formatting = a5 Table = Styles -

_;;ll Highlight Cells Rules #

Recap: Drag @%@ TR g+ ¢ Cells &1 Cell range @& & |

ICT Information and Communications Technology
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Step 2:Conditional Formatting option # ¥ “Highlight Cell Rules” option TR click & 3R "Text that
contains” option R click & |

r.: =1 Greater Than...
" S5 « _—
Conditional

Formatting ~

—;1 Highlight Cells Rules *

Step 3: Dialog box # TEXT €184 &~ iR 37 g+ |

ORI OURS TRt cUB S N, f&T 7T formats # & g AT Custom
EALTHY it [Cmtom Format... Format &T J3IT @< Font, Font style,
Size, Effects, color s1f2 |
Pirrabaee Fonif B cher i
L STk
Hr T epdar
T HT ™
P
I- Pk [Eak
Step 4 : 3 TWE Tl cRe & foly 3
. : Wnadrkne o
formatting 9+ | T
I T W actoman
(W] Sk trwog Theme Colars ]
B Category N EEECOEEE
17| LINDERWE ] i
19|HEAL TH II
NSRS T 11T
18 FRWEI Standarg ok
20| HEAL THY g L LE
B Color
20| HEALTH? - = |
18 w1 X g blare Tolars . !
19| HEAL THY
L= Cawrvesl
21| HEALTHY
20| HEAT
17
AHEALTHY
15
16
18 ] E It
30| ODVERWEIGHT
20)HE AL THS
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PN

bl - @ |

el e 2w || JRET e 7 U a1 Heledd TR S Wl a5l Bl gRIp e T AR o
.\ .. 2R attendance 90 § SaTeT € | Al fay Ty uer Srel @1 wANT aR S wH
gl dI attendance &1 & I A ETSATSE BN O 90 I TITET & |

-' (Practice) 11:

Draw information by analyzing data and represent it using graphs-

If 319 data I list & B H enter &R & 916 I9H WART fhd Y numeric data TR functions apply
PR TS table I9FT ATEA & Il 3MUD data I summarize & 3@ a1 IHS foIw 3y Pivot Table
3T T WA PR A & |

Pivot Table 3mUeT gifsd RUre urd &= & forv Breefic diferdr & wafa diaw
3IIR ST BT rows BT GFie+ AR ARIRIT S <l & | Pivot Table arad H Brseie

@ ST DI 7o el © |

s e 2t TSI @I ATTSH U b # S Faid! ¢ | 98 Uh RTRIER Fa1ad ©
(Activity) 14 ST STl QT BT AT Sl TSI A 3 ICT &1 Sl 9 Uab ot @l

y) 1% fd@! sequence W spreadsheet # enter X <7 8, 3R 3719 IADT [AZIT0T
AT AT ©, 3ol DI list BT 32T -1 screenshot # famar 1 2 |

A B c
1 [Sno em Ordered Amount
Z 1 Sandwich 35
3 2 Sandwich 35 ( )
7 S I o ST &1 Wl Pivot table (Urgaie <ddl) | &1 <11
5 4 Bread Pakora 20 Thal 2 |
B 5 Paneer Kulcha AQ
7 8iEaneesr Kulcha 0 Pivot table &1 WIIT &+ & folv &9 7 &= &1
8 7 Sandwich a5 .
3 & Dhokla 55 T B
10 9 Bread Pakora 20
11 10 Samosa 12 1. Selectdata
12 11 Sandwich s
13 12 Bread Pakora 20 2 Insert a Pivot Table
14 13 Sandwich as
s 14 Aloo Patty 30 3. Dragfields
16 15 Bread Pakora 20 .
ir 16 Aloo Patty 30 4 Add PIVOt Chart
1B 17 Dhokia 35 i
19 18 Sandwich as 5. Change Summary Calculation
20 19 sandwich 35 \ Z
21 20 Aloo Patty 30
22 21 Aloo Patty 30
23 X2 Panser Kulcha a0
Step 1, Select data: List &1 Hetac o | .,?]

Step 2, Inserta Pivot Table: Insert tab 9 Pivot Table | ewattasie | I |
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A B c Create PivotTable .
1 [sno item Ordered Amount Step 2 :Insert Pivot Table
% HiSaraiil 35| Choose the data that you want to analyze click 31 R ¥ dialog box
3 2 Sandwich 35] (@ Selectatable or range feet glam @ |
4 3. Sandwich L TableRange:  SESSRIETTIETTE ?
5 4 Bread Pakora e b b Ll Sheet 1 A1 9 C23 cells,
[ 5 Paneer Kulcha 4 g cellrange 2 |
7 6 Paneser Kulcha 4 et 1T
8 7 Sandwich 35] Choose where you want the PrvotTable report to be placed
2 bt @ iew Wodshent Pivot Table T it Worksheet ¥ insert €17 |
i 3. fUneC PASDA i Pivot Table 3% Worksheet # insert
2 10:Samass Locaton: BT @) location & 3+t uSft |
12 11 Sandwich
13 12 Bread Pakora
14 13 Sandwich
15 14 Aloo Patty
16 15 Bread Pakora
17 16 Aloo Patty
18 17 Dhokla
19 18 Sandwich
20 19 Sandwich
21 20 Aloo Patty
22 21 Aloo Patty
23 22 Paneer Kulcha

Step 3 Drag fields:
| @ | ProotTakde Fiekd Lt -
i) } k 3 : { Choase Seits to sdd o repeet: 1 g

Pivot data inserted at a
new sheet (Sheet 7)

15nn
2 ;'—:M_M,mw} columns @1 39
. - [Tamaunt Raid @ row & eS@AT
gred ® S99 W click

To build a repart, chocse B tick o T |

' fields from the PivotTable
Fimigd Ligt
- Drag fislds
= o Beport PR
o
L Ao Labely sk
Functions numeric data
Sheet? —Shestl Sheet? Gheetd  7J I TR apply fHad wmd 2|
| [ Defer Lavout Lincate

37
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Step 4: Step 3 & d1q Pivot Table SIS & SIRATT | 51 & =11d faU screenshot # fe@mr Tar g |

L) A trpcorTabie Freld Lisd - o
A B ¥
1 Chinose felds o add m report: T
o [ |=no
i Row Labels - ]c ount of Amount i For] 1t Crdiered
i Aloo Patty - 7] At

5 Bread Pakora E
Pivot Table Sl 2
! Panoor Kulcha k

3
8 Samosa i
1 | Sandwiich |
I L ! 2 Cw g et b Dvoirint di s bedore:
3 o Fepoit Filee 1 Cobirn Labels
12
13
1]
Lol  Row Labels F Vahees
lien Ovdered = Count of Amo...

[ | Defer Layout Lgsdaie

asz%%?il Ul HEAT B 15 gai W 39D ATYAS [d9T BT A B BISUIT H T ghic
=N E 1Y 31X pivot table @1 Agg W S°@! A M@l | Ale: 3 dad favdl &
(Practice) 12: A enter &N | SETERT

Fat
Favourite Subject
English
Maths
Maths
Social Studies
Hindi
Hindi
English
Sanskrit
10 English
11 Science

DN b WN e

Pivot Table ® data 9 Pivot Chart 91T |
)

ST o5 ST FH93T &1 charts/graphs data &1 IRd &+ 3R & fa2elyor
BT Y 3BT ARIDT & | MY 34 Pivot Table & oy Pivot Chart 377¢ @ |

Step 1: Pivot table @R click &= R 31mga! Option tab @ U "Pivot Table tools” faxars us fora
¥ 3ma ‘Pivotchart” | ge | W click X |

Pleotlhart
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fST<F @8 3Mu+ Activity 3 # Chart/Graph s=I¢ a1 & S=i steps @1 Ulelq @R UIgdc dIc g~ d |
3mua ol Pivot data @1 ®fed aTe <l e 141 7 | 39 39 @1¢ @l edit Yfdefdds # oy g < |
B PR AP B |

Total
3
B
7
- Pivot Table
5
4
B Takal
3
3 I
1 .
; =
Aloo Patty Bread Dhokla Paneer Samose  Sandwich
Pakors Kulcha

T BH Uh W SITS] B2l BT TART B Fhd & ?
Pivot data ¥ 3110 Us ¥ Sa1eT Functions 4 g=4¢ &Y 9ahd & |

Step 1: "Choose fields to add report" option # ¥ Numeric ®fe W right click & , 3R "Add to
Values” WR click & |

=

i e B e el
3 E...m
i fae ] | [ ot
A Mmiabel = Cousl of Amoant S of Al | El_

~
o Sdd tw Rapon Fide

5 Ao ety d 1=
i Bwad PaeorR 4 a1 L8 s Ao Labess
Inezkla | L | Adbitn Charmi Libly
| - Pareer Qulche 1 128 L addm ik
1 - SAmOn i ]
18 Landbaich i 8 | ==
!!. Garand lodal Fir) T 2 n_:l'r:nm?:-m:_
§ e
14
1
L ] K vy Fivat Taliz Field L -

1]

I Dol ® | CoutdalSen . ® - . ’
] S of Ammprt = velue Field Settings 7 b4
L] | | Sped e Bliehe:  Aruenl

1 ] Eefer Lavot Lpvlem Guzzm Hame: S of Amount

‘ Satwtrine Ly Shuniy D
Sumimanse vale feld by

Chnoai tha by ol Cakadabine thal yins wend 15 vee lo simmen e

Step 2: 9141 & R AT 7Y screenshot # fa@man a ain oo st fiid

a1 B, "Values” H "Sum of Amount” T s e
SITET &, 399 function @I change &R & oy S8 WR = I -
right click @, 3@ “Value filed Settings” Dialog
: | R Care
e, foram 9 317y 313 1 ST 9K function - e oo

?Wél Savm of Amout T

|__= e Laveat Lpdaie
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i

| TEBWIA | | Activity 15 ¥ I Pivot Table F¥ Pivot Chart & <ei |
" (Practice) 13:

(. . N
Project Work 1:

"World Heritage Site (f[dea eRIgR 2rdl) U & 2 9 UNESCO (United Nations Educational,
Scientific and Cultural Organization (3 1 2ifereh, IS IR FDADH AT (IRDI)) FRI
AR, VRIS, Jenfe a1 377 Ag@yul RO & w0 H AT SI1aT 2, 3R 39 SR ARl gy
BT U GRIET 51 ST & | 39 |18l Bf #Hadl & Arfed Rl & forg #gcaqet A1 Sirar € | 98
ATg i8N & 9gqed W T 8 |

UNESCO = 9Rd 99 # ¥t 8 &3 &I World Heritage Site @1 #1=aa7 €1 2 |

http://whc.unesco.org/en/statesparties/in TR 30 ¥Rd 99 H €Iffd  World Heritage Site @ list
URAT | 399 list &7 319 o) &% World Heritage Site @ W1 S9d U< &1 A1 UgaTH iR table ®
\ﬁq Y heading & 3TI9R data enter &v:

/
o B
1 World Heritage Sites in India
2 State Number of World Heritage sites
Data enter &=+ @ 91 34 IW Column Chart 3 G211 1R 37+ Hell # SHH! U o |
~

/Project Work 2:
39 T AT 3R TS B A S AR DI Hell Hifd S 8 IR Ps IR 59 el PR 9l © |
IS B & Sg1&T WA 9 i@l I a6 8l 9adl @ | U ud sl sieiieRya &

AATa®, St 959 TS BI 3R el ST XA Bed 2, 9 fSiored fearsas 9 Na veorer &
(St & BroT A sraRad N el & JHarT & @R o 6T $Yd & |

J

TS I BT WRINT BRd G BH S AraUTa) o7 gy | | SWARTPHONE OVERUSE MAY DAMAGE' EYES

PR b 2

FAIE BT BT YT 98 SATaT 7 O |
o U 3Tl DI IR IR FUBIY |
TS BT HH X | OF FOTENTIAL IKREVERSELE EVE DAMAGE SECAUSE OF SLIK

ST TS I & JANT I < TSl X BT 9 o | PREVENTION IS BETTER THAN CURE
+ T BT ¥ | « DON'T OVERSE SHART PHONE
ST ) Tt 9 R g A | @ LN MR FTES
) Ffeotdl, TR TS BT AT B | + AVOID GLARE
“ + CLEAN THE SCREEN
+ KEEP SMARTPHONE AT A DISTANCE
« EAT GREEN VEGETABLES, CARROT ETC.
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HUR &I T Fragr=y % WE B9 8 T8 dfow ST/ HRIER BT YANT HRA o T dRa+1l @12y | I8

TARY i el &7 AT T BIFT AMRY | MY (U FEUISAT A 39 SIFHN & IR H Yy IR S
IR Bl table # enter & | (I8 Survey (Fd) HEeTdl B)

3TIHT e 2
1. I8 ST b fahasT Tl &1 39 &1 g1 DRI ol 2ATe! 980 THdRI o AT [defdmd SHdRI T8l
ot |

a. $UR UHd BRI & Pie Chart 99114 |
2. fhaq Aeufeal & =R d W1e B4 8 3R fohdw Iguifedl & =_i § W1 B9 a1 2 |
a. 39 ISR B HIcH dTC I IR P |

3. e U T BIF @ S99 I8 WY &l fhad 9 S8 IR R 17 Weld & folv START & € 3iR
foha I SHDT UTS JgaR AHSH & foll R & 2

a. 39 SIM&RI B 1 Pie Chart 3 IRd o |

4. 37 941 charts T YT heading @ A1 T 1 sheet R 3@ | s g ama < fay ¢ Hue
S DI BT W AN B Fhdl & |

g HIthd STHREA @I & U JHIaeel el @ Sl a1 &I charts, pictures iR TRe &
HAETH | I B H FED & |

SqlagvuT:
1706 Digital wrasts ol Gan I Gl 'WORLD ENERGY REYIEW CHARTS T .
u e . '.H--: Country e o ) by Prochct Grras [ e e
- ﬂl.-.- i .:.:.:';.. e
% G T I.'- *'T.‘:
- Y] s-.-.mu.m.-
R J |
Tyvall.  Dostuilimda Wl hwrshled  rrirban "". R o iJ III
t'.rré.::lr. i:'i:lr::%ll: pre I:::mé-." * Total Ei'ﬁ én 3% .ﬂ: i n .
Teed Mamy RGP
Source:
corbettnationalparkindia TCS Survey on Digital Habits Sap-design-studio-tips-and —tricks- 1

« Charts/Graphs 32 Word Processor 3R Presentation Software # I 9ra1 SIIam 2 |

«  Google Data Studio 3MY® ST ®T JAFGRIYU SeESH 3R RACH # ISl & S g, TS
FHRAT AT & 3R YR TRE | S der AT ¢ |
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Ribbon keyboard shortcuts (Re1 @I491S MdHcH)

ST 310 keyboard & Alt key eI €, BIC BIC 31eR U] faxgd € o7 KeyTips (@1 fowd) @ed €, ST

b S Y i gAS # R T B |

31T 37 31eRY BT Alt key @& 12T TdT B fafA= tabs ®T ITUH B AHA ¢ |

4 Wi w

ila
P - )
™

]

Frequently used shortcuts (IR R WINT H 79 dTcl AICHTH)

To do this

Workbook Close &3+ @ foru:
Workbook Open &= @ forg
Home tab

Workbook Save @3- @ fou
Copy &=+ & forg

Paste &% & forg

Undo &= & fog

cell contents fie™ & forg
Cell % fill color w’= & foru
Cut &%= & foru

Insert tab

Bold v+ & forw

cell & <1 @1 Center align &%= & fory
Page Layout tab

Data tab

View tab

Open context menu, (IR R TIRT
H 3 dTet M) Shift+F10

Borders o< @ foTg

Column Delete &7 & forg

Formula tab ™ 39 @& feg

Selected rows @I hide &== @ fou
Selected columns @ hide &7 & foTg

Press
Ctrl+W
Ctrl+O
Alt+H
Ctri+S
Ctrl+C
Ctrl+V
Ctri+Z
Delete key
Alt+H, H
Ctrl+X
Alt+N
Ctri+B
Alt+H, A, then C
Alt+P
Alt+A
Alt+W

Alt+H, B
Alt+H,D, then C
Alt+M

Ctrl+9

Ctrl+0

|Reference : https://support.office.com/en-us/article/Excel-keyboard-shortcuts-and-function-keys-for-Windows-

1798d9d5-842a-42b8-9c99-9b7213f0040f
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| respect myself: # T T&d T8l FHRAT/ HRall AR Aad WHAHT B &
fore waeTefier € |

I respect other's work: # I /9HeH & d8d dd 9 SWIHTS fhT TT T4
TR AT & url BT Seeld BT / FBRC & |
CYBER RULES

« Spreadsheet U&% computer application g ST data &I store @3+ # #ag &<l & | Spreadsheet
@ TRVl Microsoft Excel, LibreOffice Calc, Google Sheets etc.

« Data® &R Text, numeric, date, image, audio, 31X video ¢ |
«  UP ISP table H table 1 3 heading & ST =12 3R data @I 3TeR H 1T ST 1R |

« Graph /Chart &T STINT data <29 &I folt Fe Ugel 1785 H Whiceie MR 3R IoHIdad
JrefemET William Playfair (faferam @) = foar o |

- Discrete data T qUrie data & Si 91 ST Havall © | 919 1,5,7,23,....

« Continuous data T AT4T ST AT & | O19: 5.5 39, 2.5kg, 101.50

- Spreadsheet# column chart, line chart, pie, bar, area &1 UT% /=< ¢ |

- Charttitle, Xaxis title, Y axis title, X axis value,Y axis value, Bar value IT% /=Tc & T 3T
=

« Independent variable W= TR A9 ¢ |

« Dependent variable independent variable TR ¥R B 2 |

o B = /% @ wU H A fhy e iR uefd fhu U et & aref @ Aarer wRA B 9fhar ar
DataAnalysis (SeT fagers) @ed § |

« Graph/Chart &1 99 & foTg a1 U8l Scl @l table & wU H enter &1 TS & |
. T1E BT edit WY fam ST a2 |
. AR LU D oIy ®3 UHR & 1S layout BT & |

« Sort (|1 ) option &1 TANT X Ugel HiaH & 2919 ¥ data @1 ascending/descending order #
arrange f&ar oT| W I & Ul DIGH @ If@l Blg 4l TAN DIa¥ & f29E F FUSl
ascending/descending order # arrange %<1 &1 Al 81 Custom Sort TR &7 TIRT & ¢ |

« Filter (fheex) &1 YART 981 Wl # AR TMGRI TR €019 diad ST MM 991 @ foy fdhar
ST R |

« 319 P W= 319 Filter oRTTd 8 99 dTetd WX funnel &1 fAem= 47 foars <ar 2 |
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IS 97 & ik BT subtotal HE E |
Formula'="9 gH a1 & |
BTHeT apply @371 & foTg Fill handle &7 {7 &1 9, B A+l cells TR apply &1 STaT 2 |

Spreadsheet # Condition @ apply &= & fov “if * function @1 YART fdsar SIrar © | Condition
@ 3TTHR &4 cells @1 value set TR Fad ¢ |

T Decision Tree &8 Rl & 3MER TR AURI & H9IfId AT BT ATithdbet Tfc=iE e
g

g4 condition & ITAR cell ®T formatting 4T spreadsheet @ Conditional Formatting option &
B e ¢ |
Drag @<& <RI g+ 7Y Cells 1 Cell range @& 2 |

Pivot Table aifed Rulc urad =1 & forg Breeiie diferat § aad Sl AR STT &l rows &l
gTa iR ARG &% < 2 | Pivot Table arad # @reeiic & STT &l 78] 9ge ¢ |

ST information fa@™ &1 Udh ywTaRITell 2rell & i1 @1 &I charts, pictures 3R TR &
HETH IR B H FERIS ¢ |

1. Bre¥fie & YINT A 9T H U1 3 ddhefic § enter &, 19 fawi 7 @i 50 I HH & , B! Tl

[T ¥ g iR I|a RATHa # "hardwork” fored | 3191 pecentage i calculate @ 3R UTH &
HETIT ¥ 370 fA9T & 3 b ST DI UK X |

2. TR HIFFER BIF @ BIRVT YD AU Hell & g2l F picnic B ol ITa! THLIGT S8 e & foly
HET AT & | 319 Breeiic # S gt & F2ai & 14 1R 3! TH<IaT S8 enter &%,

1. Subtotal faTef |
2. Pivottable 3R Pivot chart &7 T&INT ) S d8d% d¥Id § Ugd o |
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SELF ASSESSMENT

Fill the following assessment sheet with the activity and grades awarded by the student (self)

and peer group according to the grade scheme mentioned below.

SL.NO | (Practices & Projects) SELF PEER ASSESSMENT

ASSESSMENT Name of the peer

Grade

Grade Points Remedial Remarks

D 1 Need Teacher’s Help

C 2 Requires occasional peers’ help
B 3 Can work independently.

A 4 Is able to help others.

Note: Peer assessment must be done by any one peer from the student’s group.
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ST

|. sgfascdia ue=

1. f&9 chart layout @ YT ¥ heading =1Ia , legend right side #, X axis title, y axis title ¥
feg ?

a) il

b) |

g™

2. f&A cell 1 condition @ faue & 37 a1 & fov fHA option &1 YART fHar Sar & ?

a) Fill Handle

b) Conditional Formatting
c) Fill colour

d)

3. 39 Graph/Chart &1 ygdaM:

Format Cell

a) Line
b) Pie

c) Bar

d) Column
4. f&fY Y Graph/Chart S99 &1 Ugdll step T & ?

Select Row
Select Table
Select Column
Select Cell

Il. R<p =&Im= 990 |

a. 9 a9 U8l Graph &1 WANT data g99 & forw foar |
b. f59 ®ie™ W Filter oA & 99 WX BT 7199 99 ST 2 |

c. = IF (Condition, , ), syntax TRT & |
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SuYh haeH fod:

a. 9ol D8 H g1 "Amount Payable" Unit Price * Quantity) T & forg |
b. a1 C9 # |aH HH "Unit Price" fdreq @ forg |

c. 9 C10 # walza "Amount Payable" f@re @ forg |

. WP S T a¥gall & ol “Ordered” faw@r=n =meel & fSH@! “Quantity” ®fe™ C H 0 4
31 2 3R 0 8 W "Not Ordered” fe@mT = & |
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